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Processing Temporary Duty (TDY) Travel in FedTraveler.com When the First Year Is Funded by
an Expiring Appropriation

Travel which begins in one fiscal year and continues into the next fiscal year is commonly
referred to as split-year travel. It is sometimes necessary to use an expiring appropriation to
fund the first year’s segment of a trip that crosses fiscal years, particularly when an
appropriation is available for only one year, such as NASA’s Cross-Agency Support (CAS)
appropriation. This guidance addresses the use of expiring appropriations when funding split-
year travel. It will use CAS as the example, since its one-year period of availability means that
any travel that crosses fiscal years is partially funded by an expiring appropriation.

When using different appropriations to fund split-year travel, the expenses must be properly
allocated between the appropriations available for new obligations during each of the two fiscal
years. For example, a round-trip ticket obligates funds for the full amount at the time of
purchase as long as the trip starts in the same fiscal year. However, if the return portion of the
ticket cannot be used and a separate return ticket must be purchased, a new obligation is
created with funds available at that time. This differs from POV travel, per diem, and lodging,
which are funded by an appropriation current when the expenses are incurred.

There is only one change to the guidance in this document from the CATT white paper posted in
FY 2010, which previously covered split-year travel. FedTraveler.com will now allow
authorizations to be created in the current fiscal year for foreign travel which begins after the
start of the following fiscal year. This will facilitate airline ticket reservations for foreign travel,
which usually must be purchased farther in advance than domestic travel. The only amount
that may be obligated in the current fiscal year will be the cost of the ticket and the associated
transaction fee. All other amounts on the authorization will be zeroed out.

In addition to addressing the appropriate funding to use, this document will provide guidance
on preparing and processing of Travel Authorizations and Vouchers that use an expiring
appropriation to fund the first segment of split-year travel. The approach provided will ensure
proper allocation of travel expenses that need to be split across the fiscal years by using
separate travel authorizations to reflect travel that begins in one fiscal year and continues into
the next fiscal year. It will also require the submission of separate travel vouchers upon
completion. As mentioned, the CAS appropriation will be used in the examples.

Note: Expiring CAS Funds will not be rolled up at the Agency level as part of the fiscal year end
closing process. Instead any unobligated funds remaining in expiring accounts will remain at
the Centers until the end of the first quarter of the new fiscal year. This will leave a small
amount of funding available at the Centers to facilitate the completion of adjustments to
existing prior year obligations anticipated early in the new fiscal year.
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Allocating Travel Expenses Properly

The following table reflects the appropriate allocation of split-year travel funding and expenses
between appropriations for the various documents of a split-year TDY trip.

Appropriation Allocation of Split-Year Travel Funding and Expenses

Expense Type

Charging Practice

Business Rules

Per Diem

e Meals & Incidental Expenses
(M&IE) / Lodging

Allocated between fiscal years and
charged to the year in which it
occurs.

e Expenses incurred through 9/30
in the year travel commences will
be charged to the appropriation
available in the first fiscal year of
travel.

e Expenses incurred after 9/30 will
be charged to the appropriation
available in the second fiscal
year.

For TDY periods crossing into the
next fiscal year:

e Original Authorization
document must end on 9/30 in
the year travel commences.

e A second travel Authorization is
created to continue the TDY
period into the second fiscal
year.

Miscellaneous Expense

e Vicinity mileage (lodging to/from
TDY), POV mileage (residence
to/from airport)

e Parking, tolls, metro, phone,
internet, furniture rental,
cleaning service, ATM

Allocated between fiscal years and
charged to the year in which it
occurs.

e Expenses incurred through 9/30
in the year travel commences will
be charged to the appropriation
available in the first fiscal year of
travel.

e Expenses incurred after 9/30 will
be charged to the appropriation
available in the second fiscal
year.

For TDY periods crossing into the
next fiscal year:

e Original Authorization
document must end on 9/30 in
the year travel commences.

e A second travel Authorization is
created to continue the TDY
period into the second fiscal
year.
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Expense Type

Charging Practice

Business Rules

Transportation

e AIR- Round Trip

Air - Round trip tickets are funded
in current year (departure occurs in
current year).

e The date associated with the
purchase of the airline ticket
defines which fiscal year’s
appropriation to use, including
changes to previously purchased
tickets which result in the
issuance of a “new” ticket.

e |[f the return portion of the ticket
cannot be used and a separate
return ticket must be purchased,
a new obligation is created with
funds available at that time.

TDY Authorization dates are
modified to reflect a 9/30 cut-off
for first year’s costs

Transportation

e POV

Allocated between fiscal years and
charged to the year in which they
occur.

e Expenses incurred through 9/30
in the year travel commences will
be charged to the appropriation
available in the first fiscal year of
travel.

e Expenses incurred after 9/30 will
be charged to the appropriation
available in the second fiscal
year.

TDY Authorization dates are
modified to reflect a 9/30 cut-off
for first year’s costs

Rental Car at TDY Site

Funded in full in the fiscal year in
which the rental car is authorized,
usually the year in which travel
commences.

Funded in full in the year travel
begins if authorized in that year.
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FedTraveler.com — Single Trip Authorization Crossing Fiscal Years

Travel obligations and expenses associated with split-year travel must be properly allocated

between the appropriation available for new obligations in the year travel commences and the

appropriation available for new obligations in the next fiscal year. The following steps are

required when creating the associated travel documents:
1. Create the initial travel authorization in FedTraveler.com reflecting the dates associated

with all allowable airfare, hotel, and rental car expense estimated for the entire duration of

the trip:

a.
b. Roundtrip airfare will reflected on the initial travel authorization

Detailed Example (In example, travel begins in FY 2010 and continued into FY 2011):
1. Single trip travel authorization reflecting travel from September 15, 2010 to October 7,

2010 citing CAS funding.
a. Enter Departure date of 09/15/2010

b. Enter Return date of 10/07/2010

/= htips:ffuat. fediraveler. comZob=05KATko =0 - Travel Authorization - Windows Internet Explorer

Fodlraveler.com

Crganizer  User Profile  Travel Mesearch  Planning  Print  Help  Tulorial  Support | Logout

Reservations will be included on the initial travel authorization for split-year travel
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e Book reservations as required for the entire duration of the travel order

I FedTraveler.com
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2. Upon returning from the Online Booking Engine, modify the travel authorization by
changing the end date of the trip to reflect an end date of the current fiscal year
— Modified travel dates: September 15, 2010 to September 30, 2010

7= https:/fuat.fediraveler.com/?ch ~-DSKA1(o~0 - Travel Authorization - Windows Internet Explorer ==
~

FeodTraveler.com
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Feodlraveler.com
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Travel Authorization
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[ Save and Continue 1 cancel 1

e Press the Save and continue icon after modifying the trip end date to save the changes.

e Select the Review button to add airfare totals; totals are initially zeroed out when the
itinerary is modified (travel dates)

e Select the Complete the Authorization button to complete the document

e Select and allocate the appropriate accounting data

e Once completed, submit the document for approval

Note: The first authorization recorded for CAS funded split-year trips crossing into the next
fiscal year will retain the itinerary reflecting the true travel dates of the travel order (those
occurring in both fiscal years); ensuring roundtrip airfare costs are reflected in the current fiscal
year.

All reservations (air, hotel, and rental car where applicable) are made and approved via the first
authorization.

Travelers/Preparers will need to adjust the estimated costs to accommodate for the reduction
in the per diem rate occurring on the last day of the fiscal year in which the travel is authorized.

AGENCY GUIDANCE: The travel authorization reflecting travel dates occurring in the next fiscal
year are not effective and cannot be obligated until the associated appropriations are enacted
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and are made available in SAP after fiscal year startup. Travelers/Preparers must add the
following verbiage to the comments section of the initial travel authorization:
“Travel is scheduled thru Oct. XX, 2010. You are authorized to continue your travel beyond
9/30/2010 subject to the availability of FY 2011 funding. After funding becomes available, a
separate travel authorization will be prepared for the FY 2011 portion of this trip to
document the obligation of FY 2011 funding. If new funding does not become available to
continue your travel after 9/30/10, you will be required to terminate your trip.”
Note: In this statement example, travel begins in FY 2010 and continues into FY 2011. Adjust
the fiscal year dates according to the years in which travel occurs when inserting the verbiage in
the authorization’s comments section.

3. Create the travel authorization in FedTraveler.com reflecting the portion of the trip
occurring in the second fiscal year.
a. No reservations will be included unless travel plans are modified/extended when
funds are available.

Detailed Example (In example, travel begins in FY 2010 and continues into FY 2011):
1. FY 2011 portion of a Single trip travel order reflecting travel from September 15, 2010 to
October 7, 2010 citing CAS funding.
a. Enter Departure date of 10/01/2010
b. Enter Return date of 10/07/2010

£~ mitps:fivat. fediraveler .comfToh -05KAT 0o -0 - Trawel Authorization - Windows Internet [xplorer

FedTraveler.com : = é i i
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[ Exciude Parsons Davs ] 10/07 /2010 sam Contract Flight e l J

Bl what would you like 16 do next?

e Reservations were created in the original trip.

o C(Click the Complete Travel with the authorization.
e Adjust estimated costs

e Select the appropriate accounting data

e Submit the Document
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Note: Travelers/Preparers will need to adjust the estimated costs to accommodate for the
reduction in the per diem rate occurring on the first day of the second year’s travel
authorization.

Process Recommendation: Users are encouraged to add comments to the second fiscal year’s
travel authorization to readily identify the previous year’s travel authorization/obligation/costs,
i.e., “See associated FY 2010 Split-Year Travel Authorization # ...” in the FY 2011 authorization
for travel that started in FY 2010 but continued into FY 2011.
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Foreign Travel That Begins After the Start of the Fiscal Year

As previously mentioned, FedTraveler.com will allow authorizations to be created in the current
fiscal year for foreign travel which begins after the start of the following fiscal year. This will
facilitate airline ticket reservations, which usually must be purchased farther in advance than
domestic travel. The only amount that may be obligated in the current fiscal year will be the
cost of the ticket and the associated transaction fee. All other amounts on the authorization

will be zeroed out.
Following are screen prints for this process.

1. No Per Diem has been selected.

Traveler com

N
An HP Solutio e ;
P L

moving people nc

Jrganizer User Profile Travel Research Planning Print Help Tutorial Support Logout

———— Travel Authorization

turn to Desktop
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ORGANIZATION
MARSHALL SPACE FLIGHT CENTER SITS

PREPARER NAME
NAHEED JAMIL
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Choose a Trip v
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TRAVEL MODE
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Going To
TDY LOCATION CITY STATE COUNTRY ARRIVE DATE AIRPORT
toronto | FC v can 10/17/2011 & yyz
Find City Find Country  Mon, 17 Oct2011  Find Airport

No Per Diem ~|B2

Save and Continue ] [ Cancel ]

Travel Authorization Tasks

1a Trip Purpose ‘/
1b Comments v
2 Payment Method a

3a Destination 1

3z Return Home/End Trip
4a Enter Other Expenses

4b Exclude Personal Days
5a Book Reservations

5b Complete Authorization
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2. In the Financial Summary there is only the Transaction Fee and Transportation cost.

Traveler

User Profile

old Document

ocument Messages

com

Travel Research Planning Print Help

An HP Solution Ii
Tutorial Support

Financial Summary

Doc. Number: NASA62AD010XXXST50003461

eturn

se this page to review a
it your Summary of
<pense Categories

CAMPBELL (MARSHALL SPACE FLIGHT CENTER SIT5)
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B Summary of Expense Categories

Transaction Fee §21.]

e« Edit expenses under
Summary of Expense
Categories by
selecting the
binocular icon next to
the expense tem.

To modify an
Accounting String,
select the Edit button

3

Estimated Total $61.27
Advance

Previous Advance(s) $0.00
Total Advance $0.00

[Enter Your Trip Allocations @ $ By Dollar By Percent

Accounting String SAmount % Percent
|SELECT_A_VALID_ACCOUNT_CODE ~0000000 "2121°FCO00000  ||61.27 | 100.00 Edt

# 000 |00
® 000|000
# o0 [o00
® 0.00 0.00
@ 000 |00 Eat

Select the advance type from the list box, and then select the calculate

button.

v | | Calculate

No Advance

Choose an Action:
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3. When you go back and amend the Travel Authorization, you can select Include Meals and Lodging.

=& this page to create a
avel Authorization. You
ay create round trip, one
ay or multiple destination
avel Authorizations. You
an select the Long Term
¥ checkbox for fravel
er 30 days.

‘=p by step instructions:
Choose a Trip

rintable Job Aids

AQs and Support

How To"
—
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1

PREPARER NAME ORGANIZATION

MARSHALL SPACE FLIGHT CENTER SITS

NAHEED JAMIL
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n ‘What is the Purpose of your Trip?
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E Transportation Payment Method?
Long Term TDY Travel:

[El ravel Destinations

\ Departure & 1st Destination \

Leaving From

STATE

HUNTSVILLE AL v USA
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Save and Continue | [ Cancel |
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16/2011 6am
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MEETING
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CENTRALLY BILLED ACCOUNT

COUNTRY  DEPART DATE _ TIME AIRPORT
10/13/2011 | |[6AM v HSV
Find Country Thu, 13 Oct 2011 Find Airport

10/13/2011 B

Thu, 13 Oct 2011

HUNTSVILLE, AL USA | HsV
Contract Flight

Travel Authorization Tasks

1a Trip Purpose a
1b Comments <
2 Payment Method 4/'
3a Destination 1 a
3z Return Home <

4a Enter Other Expenses
4b Exclude Personal Days
5a Book Reservations

5b Complete Authorization
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4. Now in the Financial Summary of the amended Travel Authorization, you can see the charges for
Lodging and Meals.

B i —

il Frer Profie Tiweet Besearh Pavewng o L) Tutorwt oot Lomgimat

. Financial Summary

Doc. Numbet: NASASZAD

arae Caegores Maals 1308 35 (4,
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FASRA PRI Entomated Tote! §4,120 52

Ay anen

v Proviows Advaneeiy M 00
Tutst Adwance 30 00

Ender Your Trp ASocabons  *' § By Dolar Dy Povcent
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Processing Split-Year Extended TDY (ETDY) Documents in FedTraveler.com

New and existing ETDY travel authorizations beginning in one fiscal year and continuing into the
next fiscal year, and which are funded by an expiring appropriation in the first fiscal year, must
be split funded and the expenses properly allocated between the two appropriations. This
requires that the original Travel Authorization be amended to reduce amounts by the estimated
travel expenses that will occur in the second fiscal year.

The term “Parent Travel Authorization” refers to the travel authorization created for ETDY
reflecting the start and end dates of the extended travel order. The approved travel
authorization results in the recording of the SAP funds commitment document, reflecting the
associated obligation for the lifecycle of the extended travel order. The following steps are
required when creating ETDY travel documents:

1. Create the initial Parent travel authorization in FedTraveler.com reflecting the dates
associated with all allowable airfare, hotel and rental car expenses estimated for the entire
duration of the trip:

a. Reservations will be included on the initial travel authorization for split-year travel
b. Roundtrip airfare (where applicable) will be reflected on the initial travel authorization
c. Include all estimated cost of trips home

2. Book reservations as required for the entire duration of the travel order

3. Upon returning from the Online Booking Engine, modify the travel authorization by
changing the end date of the trip to reflect an end date of the first year of travel
(September 30).

4. Create a second Parent Travel Authorization in FedTraveler.com to include all allowable
ETDY expenses occurring in the second year of travel (October 1 through XX). The
traveler/preparer must select from two possible scenarios when creating the second half of
the Parent document:

a. Second half of the travel order reflects a travel duration of more than 30 days (must
be identified as Extended travel, LTTDY Indicator)

b. Second half of the travel order reflects a travel duration equal to or less than 30 days
(cannot be created as an ETDY document)
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Allocating ETDY Travel Expenses Properly

The following table reflects the appropriate allocation of split-year travel funding and expenses
between appropriations for the various documents of a split-year ETDY trip.

Appropriation Allocation of Split-Year ETDY Travel Funding and Expenses

Expense Type

Charging Practice

Business Rules

Per Diem

e Meals & Incidental Expenses
(M&IE) / Lodging

Allocated between fiscal years and
charged to the year in which it
occurs.

e Expenses incurred through 9/30
in the year travel commences
will be charged to the
appropriation available in the
first fiscal year of travel.

e Expenses incurred after 9/30 will
be charged to the appropriation
available in the second fiscal
year.

For ETDY periods crossing into
the next fiscal year:

e The first Parent document
must end on 9/30 of the first
fiscal year.

e A second Parent document is
created to continue the ETDY
period into the second fiscal
year.

Miscellaneous Expenses

o Vicinity mileage-(lodging
to/from TDY), POV mileage

e Parking,

e Tolls,

e Metro,

e Phone,

e [nternet,

e Furniture rental,

e Cleaning service,

e ATM

Allocated between fiscal years and
charged to the year in which it
occurs.

e Expenses incurred through 9/30
in the year travel commences
will be charged to the
appropriation available in the
first fiscal year of travel.

e Expenses incurred after 9/30 will
be charged to the appropriation
available in the second fiscal
year.

For ETDY periods crossing into
the next fiscal year:

e The first Parent document
must end on 9/30 of the first
fiscal year.

e Asecond Parent document is
created to continue the ETDY
period into the second fiscal
year.
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Transportation

e AIR - Round Trip ETDY
e AIR - Trips home during ETDY

Air - Round trip tickets are funded
in current year (departure occurs in
current year).

e The date associated with the
purchase of the airline ticket
defines which fiscal year’s
appropriation to use, including
changes to previously purchased
tickets which result in the
issuance of a “new” ticket.

o [f the return portion of the ticket
cannot be used and a separate
return ticket must be purchased,
a new obligation is created with
funds available at that time.

e Trip segments departing on or
prior to 9/30 of the year in
which travel commences are
charged to an appropriation
available in the first fiscal year.
(Parent document #1)

o Trip segments departing 10/01
or after in the next fiscal year
are charged to an
appropriation available in the
second fiscal year.

(Parent document #2)

Transportation

e AIR - One-way trips to/from
ETDY Station at beginning and
end of ETDY

Air - One way tickets are funded
with the appropriation available at
the time the one-way trip takes
place.

e Trip segments departing on or
prior to 9/30 in the first year
are charged to an
appropriation available in the
first fiscal year
(Parent document #1)

e Trip segments departing 10/01
or after in the next fiscal year
are charged to an
appropriation available in the
second fiscal year.

(Parent document #2)

Transportation

e POV
o To and from TDY Station,
o Home during ETDY

Allocated between fiscal years and
charged to the year in which it
occurs.

e Expenses through 9/30 in the
year travel commences are
charged to the appropriation
available in the first year.

e Expenses incurred after 9/30 will
be charged to the appropriation
available in the second fiscal
year.

e POV expenses incurred prior
to 9/30 are charged to the first
fiscal year.

(Parent document #1)

e POV expenses incurred after
9/30 are charged to the
second fiscal year.

(Parent document #2)

Rental Car at TDY Site

Funded in full in the fiscal year in
which the rental car is authorized,
usually the year in which travel
commences.

Funded in full in the year travel
begins if authorized in that year.
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Note: ETDY trips cannot begin in September if using an expiring appropriation due to system
limitations of processing the ETDY authorization.

See “Manual Processes Supporting the Monitoring of ETDY” below for information regarding
additional processes used to assist in managing funds availability as it relates to ETDY

processing.

17

9/6/2011



FedTraveler.com — Extended Travel Authorization Document (Parent)
The following steps are required when creating ETDY travel documents:

1. Create the initial Parent travel authorization in FedTraveler.com reflecting the dates
associated with all allowable airfare, hotel and rental car expenses estimated for the entire
duration of the trip:

a. Reservations will be included on the initial travel authorization for split-year travel
b. Roundtrip airfare (where applicable) will be reflected on the initial travel authorization
c. Include all estimated cost of trips home

Note: ETDY trips that cross fiscal years and are funded in the first fiscal year by an expiring

appropriation will require two FedTraveler.com travel authorizations to reflect the entire travel
order.

Detailed Example (In example, travel begins in FY 2010 and continues into FY 2011):
1. ETDY travel authorization reflecting travel from August 1, 2010 to January 31, 2011 citing
CAS funding.
a. Enter Departure date of 08/01/2010
b. Enter Return date of 01/31/2011

/= mitps: et fediraveler. comiZch=RFQA1 - Travel Authorizarion - Windews Internet Fxplorer

EodTrevalor.com

Wrew as e Y seawes
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2. Book reservations as required for the entire duration of the travel order

http ifwxl getthera natfrsl
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Travelsr ~ Site: nasa uat w

Your trip so far...
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3. Upon returning from the Online Booking Engine, modify the travel authorization by
changing the end date of the trip to reflect an end date of the first fiscal year (September

30, 2010)

/= https:fiuat. fediraveler.com@eb-REQAT - Travel Autherization - Windows Internet Cxplorer
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e Press the Save and continue icon after modifying the trip end date to save the changes.
e Select the Review button to add airfare totals; totals are initially zeroed out when the

itinerary is modified (travel dates)
e Select the Complete the Authorization button to complete the document

e Select and allocate the appropriate accounting data
e Once completed, submit the document for approval

Note: The first Parent authorization recorded for CAS funded ETDY trips crossing into the next
fiscal year will retain the itinerary reflecting the true travel dates of the travel order (those
occurring in both fiscal years); ensuring roundtrip airfare costs are reflected in the current fiscal

year.

All reservations (air, hotel and rental car where applicable) are made and approved via the first
Parent authorization.

AGENCY GUIDANCE: The travel authorization reflecting travel dates occurring in the next fiscal
year cannot be created until the associated appropriations are made available in SAP after fiscal
year startup. Travelers/Preparers will be provided official verbiage to include in the comments
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section of the initial travel authorization stating the portion of travel occurring in the following
fiscal year is subject to funds availability.

4. Create the portion of the Parent Travel Authorization in FedTraveler.com to include all
allowable ETDY expenses occurring in FY 2011 (October 1, 2010 — September 30, 2011).
The traveler/Preparer must select from two possible scenarios when creating the second

half of the Parent document:
a. Second half of the travel order reflects a travel duration of more than 30 days (must

be identified as Extended travel, LTTDY Indicator)
b. Second half of the travel order reflects a travel duration equal to or less than 30 days

(cannot be created as an ETDY document)

Detailed Example (In this example, FY 2011 travel is greater than 30 days duration):
1. ETDY travel authorization reflecting the portion of travel occurring October 1, 2010 to

January 31, 2011 citing CAS funding.
a. Enter Departure date of 10/01/2010
b. Enter Return date of 01/31/2011

Travel Authorization
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[ meoairy
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10/01/2010 sam Contract Flight e
Returning From
[Return Home |
BIRMINGHAM AL iy
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Contract Flight - = e AL USA . :: @ BAM e e
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tract Fhgh

L = Heturning To

IR

Co \RRIVE D
HUNTSVILLE AL USA w31/2031 G

Sarve Dosbnation and Cortiue button.
ard Eing Citu Eind Cousiry  Men. 31 Jan 3011

returr ko diplay
| T |
[ e e b 1

[__Ssve and Continue | [ Sancel |

e Long Term TDY Travel Indicator is flagged.
e Air, hotel and rental car reservations made on the initial Parent Authorization, therefore no

reservations are required when creating the second ETDY authorization.
e Complete the Travel Authorization.
e Select the appropriate accounting data.
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e Submit the document for approval

Detailed Example (In this example, FY 2011 travel is equal to or less than 30 days duration):
1. Travel authorization reflecting the remaining portion of extended travel occurring October

1, 2010 to October 15, 2010 citing CAS funding. In addition, this example reflects a Nested
trip occurring October 1, 2010 to October 5, 2010.
a. Enter Departure date of 10/06/2010 (accommodating for the Nested travel

occurring October 1, 2010 to October 5, 2010)
b. Enter Return date of 10/15/2010

/= hups://uat.fedtraveler.com/Zcb-DSKA1@o~0 - Travel Authorization - Windows Internet Explorer

Eodlraveler.com -
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10/06/ 2010 SAw | Departure & 1st Destination |
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e Long Term TDY Travel Indicator is not flagged.

e Air, hotel and rental car reservations made on the initial Parent Authorization, therefore no
reservations are required when creating the second ETDY authorization.

Complete the Travel Authorization.

Adjust estimated costs

Select the appropriate accounting data.

Submit the document for approval

Process Recommendation: Users are encouraged to add comments to the second fiscal year’s
travel authorization to readily identify the previous year’s travel authorization/obligation/costs,
i.e., “See associated FY 2010 Split-Year Travel Authorization # ...” in the FY 2011 authorization
for travel that started in FY 2010 but continued into FY 2011.
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FedTraveler.com — Nested Travel Authorizations

Nested authorizations reflect trips commencing from the ETDY location to a secondary location.
Nested trips crossing the fiscal year will require two authorizations and accompanying expense
reports. Any planned Nested trips for travel during SAP fiscal year-end downtime must be
processed through final approval and obligated prior to SAP going down for fiscal year-end
closing.

1. Create a Nested Travel Authorization document in FedTraveler.com to include allowable
expenses as follows:

a. One-way airfare due to date restrictions (associated Parent authorization);
FedTraveler.com system limitations prevent the creation of Nested trips with dates
that extend beyond the parent travel authorization, therefore round trip
reservations cannot be used.

b. Hotel accommodations and rental car reservations reflect FY 2010 dates only

Note: Nested trips crossing fiscal years, where the first portion of the trip is funded by an
expiring appropriation, will require two FedTraveler.com travel authorizations to reflect the
entire travel order.

Detailed Example (In example, travel dates are in FY 2010):
1. FY 2010 segment of Nested TDY travel order reflecting travel from September 27, 2010 to
October 5, 2010 citing CAS funding.
a. Enter Departure date of 09/27/2010
b. Enter Return date of 09/30/2010

S M i Huat. fediraveler . com/7c b -DSKAT 0o Ot nest < nest - Travel Authorization - Windows Internet Explorer

FedTraveler.com rf X W/ e =
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L
Core

e i T e et et /. Trusted stes ioow -
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e Book reservations as required for the entire duration of the travel order
a. Reservation should reflect one-way airfare (departure)
b. Hotel and rental car reservations covers the identified travel dates
e Return to the Authorization screen
e Press the Save and continue icon after modifying the trip end date to save the changes.
e Select the Complete the Authorization button to complete the document
e Select and allocate the appropriate accounting data
e Once completed, submit the document for approval

AGENCY GUIDANCE: The travel authorization reflecting travel dates occurring in the next fiscal
year cannot be created until the associated appropriations are made available in SAP after
Fiscal Year startup. Travelers/preparers will be provided official verbiage to include in the
comments section of the initial travel authorization stating the portion of travel occurring in the
following fiscal year is subject to funds availability.

2. Create FY 2011 Nested Travel Authorization document in FedTraveler.com to include all
allowable FY 2011 expenses upon funding and systems availability after Fiscal Year startup:
a. Includes one-way return airfare); FedTraveler.com system limitations prevent the
creation of Nested trips with dates that extend beyond the parent travel
authorization, therefore round trip reservations cannot be used.
b. Hotel accommodations and rental car reservations for FY 2011 dates only

Process Recommendation: Users are encouraged to add comments to the second fiscal year’s
travel authorization to readily identify the previous year’s travel authorization/obligation/costs,
i.e., “See associated FY 2010 Split-Year Travel Authorization # ...” in the FY 2011 authorization
for travel that started in FY 2010 but continued into FY 2011.

Detailed Example (In example, travel dates are in FY 2010):
1. FY 2011 segment of Nested TDY travel order reflecting travel from September 27, 2010 to
October 5, 2010 citing CAS funding.
a. Enter Departure date of 10/01/2010
b. Click End one-way trip
c. Enter Return date of 10/05/2010
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Book reservations as required for the entire duration of the travel order
Reservation should reflect one-way airfare (return) ); FedTraveler.com system
limitations prevent the creation of Nested trips with dates that extend beyond the
parent travel authorization, therefore round trip reservations cannot be used.

f. Hotel and rental car reservations covers the identified travel dates

e Click the Complete Travel with the authorization.
e Adjust estimated costs

e Select the appropriate accounting data

e Submit the Document

Note: Travelers/prepares will need to adjust the estimated costs to accommodate for the
reduction in the per diem rate occurring on the first day of the FY 2011 travel authorization.

Interim Expense Report is created to reimburse the traveler for expenses incurred during an
interim period of the ETDY and is typically created in one month increments.

1. Consumes the funds from the "Parent" document

2. Using the Parent document model, an Interim Expense Report is submitted for ETDY
expenses incurred through September 30, 2010 citing FY 2010 funding.

3. Interim Expense Reports will now include reimbursements for Trips Home

Note: An Interim Expense Report cannot be submitted if there is an incomplete Nested trip
within the same time period.

25

9/6/2011



Allocating Nested Travel Expenses Properly

The following table reflects the appropriate allocation of split-year travel funding and expenses
between appropriations for the various documents of a nested travel within ETDY.

Appropriation Allocation of Nested Travel within ETDY

Expense Type

Charging Practice

Business Rules

Per Diem

e Meals & Incidental Expenses
(M&IE) / Lodging

Allocated between fiscal years and
charged to the year in which it
occurs.

e Expenses incurred through 9/30
in the year travel commences
will be charged to the
appropriation available in the
first fiscal year of travel.

e Expenses incurred after 9/30 will
be charged to the appropriation
available in the second fiscal
year.

For ETDY periods crossing fiscal
years:

e An Interim Expense Report
must be submitted ending on
9/30 of the first fiscal year of
travel.

e A second Interim Expense
Report is created to continue
the ETDY period into the
second fiscal year.

Miscellaneous Expenses

e Vicinity mileage (lodging
to/from TDY),

e  Vicinity parking, tolls, metro

e  Phone, internet, ATM,
monthly charges for
rentals/services

Allocated between fiscal years and
charged to the year in which it
occurs.

e Expenses incurred through 9/30
in the year travel commences
will be charged to the
appropriation available in the
first fiscal year of travel.

e Expenses incurred after 9/30 will
be charged to the appropriation
available in the second fiscal
year.

For ETDY periods crossing fiscal
years:

e An Interim Expense Report
must be submitted ending on
9/30 of the first fiscal year of
travel.

e Asecond Interim Expense
Report is created to continue
the ETDY period into the
second fiscal year.
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Transportation

e One-way trips to/from ETDY
Station at beginning or end
of ETDY
o AIR
o POV

e Funded in year travel segment

begins.

o Trips at beginning of ETDY
(initial departure) are charged
to the first fiscal year.

(Parent document #1)

o Trips prior to final return from
ETDY are charged to the
second fiscal year.

(Parent document #2)

POV mileage is charged to year
in which it occurs.

o Expenses incurred on or prior
to 9/30 are charged to the
first fiscal year.

(Parent document #1)

o Expenses incurred on or after
10/1 are charged to the
second fiscal year.

(Parent document #2)

For ETDY periods crossing fiscal
years:

e An Interim Expense Report
must be submitted ending on
9/30 of the first fiscal year of
travel.

e Asecond Interim Expense
Report is created to continue
the ETDY period into the
second fiscal year.

Emergency Travel Occurring at Year End

Emergency travel citing an expiring appropriation identified after the recording of the annual
Travel Accrual will require OCFO approval. The integration between FedTraveler.com and SAP

will be unavailable immediately following the recording of the accrual, until fiscal year start-up

activities have been completed. As a result, this travel beginning after the performance of the

first year’s accrual (for example FY 2010) extending into the second year (for example FY 2011)

must be approved by OCFO prior to creating the associated travel reservations. The following
process will be used to obtain OCFO approval and record the associated obligation:
1. SR created requesting BPS Approval for Yearend Emergency travel citing the expiring

appropriation

2. Upon OCFO approval, the Year-End travel process should be used to provide verbal

approval for the associated travel authorization (travel dates occurring in the first fiscal year

only)

3. SR should be updated with the document number of the associated FedTraveler.com travel

document

4. Funds commitment document reflecting the expiring appropriation’s obligation should be manually

created in SAP
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5. SR should be updated with the financial information recorded in SAP (funds commitment document
number)

6. Upon the completion of fiscal year start up activities, the second fiscal year’s portion of the trip
should be recorded using standard travel processes

FedTraveler.com to SAP Interface Enhancements

NASA’s travel system (FedTraveler.com) does not possess functionality allowing travel expenses
to be allocated by date. As a result, system edits will be implemented as part of the inbound
interface to SAP to restrict the processing of travel documents reflecting an expiring
appropriation. Documents citing an expiring appropriation that include travel dates beyond the
end of the current fiscal year will be rejected by the FedTraveler.com to SAP interface.
However, the system edit will not prevent cost adjustments to current year documents as long
as the associated travel dates are within the current fiscal year.

Central Billed Account (CBA) Impacts

CBA activity is limited to airfare and transaction fees; as a result, costs incurred for both
expense categories are recorded against the appropriate travel documents per the year end
guidance provided above. Additional costs incurred as the result of amendment actions will be
recorded as adjustments to the original obligation.

There are no expected impacts to existing CBA processes.

Reservations and Ticketing during Year End and Fiscal Year Start-Up

The Agency’s year-end travel processing procedures will become even more vital to ensure
mission-critical travel is not hindered during the required year end shut-down. Verbal approvals
to tickets will serve as the mechanism to both authorize travel and ensure tickets are issued.
See the process guidance provided below.

Travel Authorizations processed via FedTraveler.com cannot be approved by the Travel Office
during year end processing. The authorization document will not receive the final “approved”
status in FedTraveler.com. Therefore, the center travel office will need to manually provide the
approval for travelers that are traveling during this time. During year end processing, an
authorized Center Approving official will be required to email a list of documents that have
been approved on a daily basis to the Cl Travel mailbox YearEndDoc@citravel.com and copy (cc)
tina.walker@nasa.gov, kevin.a.hunt@nasa.gov, and Russell.Cake@hp.com for travel during
these dates. Once ticketing has occurred, Cl Travel will respond to the email indicating that the
ticket has been issued.

The email should include:
e The subject line of Center’s (insert Center name) Approved Documents.
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e Name of the traveler and record locator if possible
e Travel Authorization Number
e Date of Travel

Ticketing Process

The ticket will be issued per the agency business rules or required fare rules. Once ticketed, the
traveler will receive an invoice itinerary indicating that the ticket has been issued. The traveler
and/or the travel preparer should also be able to view the ticketing status on the Itinerary page.

If Cl Travel needs to issue a ticket for a traveler they do not have approval for, they should
contact one of the Center’s approving officials. EDS has provided Cl Travel with a list of
approving officials at each Center.

Reservations Approved within 24 Hours of the Travel Date (Emergency Travel)

If travel is for same day or within 24 hours, the Travel Office should call Cl Travel directly with
the Approval.

Any other requests for ticketing that do not follow the normal agency business rules (5 days
prior to departure) should be sent to the to the Cl Travel mailbox YearEndDoc@citravel.com
and copy (cc) tina.walker@nasa.go, kevin.a.hunt@nasa.gov, and Russell.Cake@hp.com for travel
during these dates. Once ticketing has occurred, Cl Travel will respond to the email indicating
that the ticket has been issued.

Manual Processes Supporting the Monitoring of ETDY

FedTraveler.com - Travel Authorization Document (Parent)
1. Creating the parent travel authorization (TA) in FedTraveler.com should include all
allowable ETDY expenses. This includes:
a. Estimated monthly expenses
b. Estimated cost of trips to home

2. The approved TA in FedTraveler.com creates the SAP funds commitment document (FC),
which contains the commitments & obligations for the lifecycle of the ETDY (ETDY) detail.

Note: ETDY trips crossing a fiscal year and funded with an expiring appropriation will
require two FedTraveler.com parent travel authorizations and two SAP funds commitment
documents will be created

3. The SAP FC document "should" reflect funds consumed for expenses included in the parent's TA.
However:

a. Monthly interim expense reports DO consume funds from the FC document
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b. Nested trips DO NOT consume funds from the FC document

FedTraveler.com - Interim Expense Report Document
1. FedTraveler's monthly interim expense reports do consume funds from the parent's SAP FC
document

FedTraveler.com - Nested Documents
1. The Nested authorization and expense report create a "new" SAP FC in addition to the
original parent FC document. Therefore, these documents do not consume funds from the
parent's FC document
a. Nested "trips to home" are part of the ETDY detail and require a SAP_ Manual
Adjustment Process to perform a drawdown on the parent FC document
b. Nested "secondary" trips are not part of the ETDY detail and do not require a SAP
manual adjustment

SAP Manual Adjustment Process

The following procedure outlines the steps required for reducing the commitments of the
parent document by the amount of the nested trip to home. This process assumes the parent
authorization document includes the estimated cost of trips to home during the period of the
ETDY detail.

1. Display FedTraveler.com expense report for nested trip to home
a. Record "Authorization Number:" - this is the FC number

2. Display FedTraveler.com travel authorization for parent document
a. Record "Authorization Number:" - this is the FC number

3. Execute SAP "FMZ2" Funds Commitment - nested trip to home
a. Enter FC number of nested trip
i. Print a hardcopy for reference
ii. Note the amount in the "Grand Total" field

4. Execute SAP "FMZ2" Funds Commitment - parent
a. Enter FC number of parent document
i. Print a hardcopy for reference
ii. Note the amount in the "Grand Total" field

5. Edit parent's FC document
a. Calculate the new value of commitment
i. Original "Grand Total" amount - total amount of nested trip
Select line item with sufficient "Overall Amount"
Enter edit mode
Update "Overall Amount" field with new value
Save

®ooo o
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6. Update "Document Header Long Text" with comments
a. Open "Document Header Long Text" icon or (F5)
b. Note an explanation for the new commitment total
Example - "Manual adjustment to decrease commitments of ETDY parent document

by amount of a 2-12-10 nested trip to home. TA # 22A0000XXXXXX0003088, FC#
400554272, for $415.07"

Screen Prints for this process:

1. Display FedTraveler.com expense report for nested trip to home (this example is transportation via
POV)

3 hitps:/fwww.fedtraveler.com - Expense Report Summary - Microsoft Internet Explorer

p— Expense Report Summary b

Transaction Fees Choose an Action:
Standerd Prirt Form l Expand All Sections I l Collapse All Sections I l Print Summary I
Back
e Document Number: MASAZ2ANDODO-0003088
Invoice Number: 150004 1927--40

Authorization Numb e rilililst el

Traveler: LOR| A MANTHEY Alternate Preparer: DENISE A KELLY
GLENN RESEARCH CENTER AT LEWIS FIELD GLENN RESEARCH CENTER AT LEWIS FIELD —
lori.a.manthey@nasa.gay (Email) denise.a kellyi@nasa.gov (Email)
216 433.9658 (Duty Phone)

216-433-3372 (Duty Phore)
—| Expense Report Summary

Trip Start Date: 02712/2010 Actual Mesls Total:  $0.00
Trip End Date: 02/14/2010 Actual Lodging Total: $0.00
Actual Total $0.00

Trip Purpnse MEETING
Comments  DATE OF TRAVEL: 2/12-14. TRAVELER I8 TRAVELING HOME ON A NESTED TDY TRAVELER WILL BE
DRIVING FROM NASA HEADQUARTERS TO HER HOME

@ Travel Details

MEIE Lodging Rental POV Cost Excluded

Actual Max. Actual Max. Car Rate

Mileage Ticket Rail Rail# Day
Friday, 0211 2/2010

50.00 §000) $0.00 $0.00 $0.00 $183.00/386 miles|  §0.00
*Saturday, 021132010 §0.00) §0.00  $0.00) $0.00 §0.00 Mo Miles
*Sunday, 0211412010 50.00 §000) $0.00 $0.00 $0.00 $183.00/386 miles|  §0.00
* Denctes 3 noneworking day
. - - b
&) FedTraveler.com moving people nat paper S @ Internet
—
/4 start BEEVUR@ - B@ MmN

7 3 Intern - | 1@ mk

Bl Tracking Lo
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FedTraveler.com Nested trip to home

3 hitps:/fwww.fedtraveler.com - Expense Report Summary - Microsoft Internet Explorer 5
-~

@ Travel Details

M&IE Lodging Rental POV Cost Excluded
Actual Max. Actual Max. Car Rate Mileage Ticket Rail Rail# Day
Friday, 021 2i2010 §0.00 §0.00| §00O0) $0.00 §0.00 $1283.00i366 miles|  §0.00
“Saturday, 021132010 §0.00 o000 fooo; §0.00 §0.00 Mo Miles
*Sunday, 021142010 §0.00 §0.00| §00O0) $0.00 §0.00 $1283.00i366 miles|  §0.00

# Denates a non-warking day

—| Other E Summary

Total Expenses Amount.  $39.04
Total Number OF Expenses 3

@ Expense Details

Date Description Amount
0z zizo10 TOLLE 1416
021452010 TOLLS $1416
02142010 TRAMESACTION FEES 1072
—| A g Summary

Lines of Accounting: 2 Split Pay Amount $0.00

Actual Cost: $304 32

CBA Amount: F1072

Financial Advance Offset: $0.00

@ Accounting Details

Accounting String Expense Category Allocation
10_679591 01 10_CASX220100DM OFADOD0*21214F CO00000 Other’ 39432
T0_B79591.01.10_CAEX22010DM OFAD0021 21 AF 000000 Transaction Fee #1072
Total Allocation F405.04 a
&] FedTraveler.com moving peopls not papsr S @ Internst

14 start BEEORB- EQ0MDN

7 3 Internet Explorer - | [ Tnbox
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2. Display FedTraveler.com travel authorization for parent document

https:fiwww.fedtraveler.com - Travel Authorization Summary - Microsoft Internet Explorer

—| Accounting 5ummary‘

Lines of Accounting: 4
Estimated Cost: $56,382.45
CEA Amount: $20.75

@ Accounting Details

017097201 0 WASHINGTON, DT LUSA
07102010 HINCKLEY, OH USA

0170972010 HINCKLEY, OH LISA
0711 05201 0 WASHIMNGTORN, D LISA

@ Ticket Information
NO TICKET INFORMATON
@ Hotel Information

NO HOTEL INFORMATON

B rar Pantal Infarmatinn

<

Accounting String Expense Category Allocation

10_679591.01.10_CASKI20100 DFAQOOA21 214FCO00000 Lodging §25,850.80

T0_679591.01.10_CASK220100 DFADOOA21 214F 000000 Meals §8.452.85

10_B7A591 01 10_CASKI20100M OFADNDYZ1 214FCON0O000 Other $22,079.10

10_B78591.01.10_CASKIZ0100M OFADN0Y21 214FCOOO0O0 Transaction Fee $20.75
Total Allocation $56,403.20

—‘ Travel Authorization Itinerary I
Record Locator: Mot Available First Class: Mo
Payment Method: Govt Centrally Billed Business Class: Mo
Depart Arrive Segment Type Travel Mode

Include Meals & Lodging
End Trip

Frivately Owned Vehicle
Privately Crvned Wehicle

@ FedTraveler.com moving people not paper

BEUNES - B MO~

:4 start

g I

S @ Internet

33

9/6/2011



3. Execute SAP "FMZ2" Funds Commitment - nested trip to home

=
Document  Edit Goto Swsten Help

@ B9 H e CHE LD IBEEI@ M

Funds commitment: Display InitScrn

Document number ponss4zr2 [

Ling ltern

14 start BEEORB- EQ0MDN

7. zInternet.. = | [® Inbox-Micr.. | T Tracking

Document Edit Goto  Esxtras  Enwironment  Systern Help w
@ JHe@a 0NE Do BE 26

Funds commitment: Display Overview scrn

Document humber | 480554272 Ef posted Docurment Date Bz2/12/2818
Document type E Travel Order Posting Date Bz2/12/2818

=4

Compahy Code NASH USD | Agency Currancylrate UsD
Daoc text MANTHEY,LORI |
Currency usoD

Grand total 4687

D... |Overall amount Text Commitment tam Funds Center Fund Func |Vendor Grant Fund
1 39432 22A00000003088 02014/.. 2180 10 CASx22018D G181 43382 67959[+]
2 20.75 2200000003088 02414/.. 2100 10 CASxzz010D B181 149411 E?HEQB
L []
=
[0 I 0
Position 1 Document item i

[ b Fmz3 B | iempmstesz [ove [ |7

14 start REOR@-COR0MM™

7 2 Internet - | (@ 1nbox ft 0. | By Tracking LogETDY ...
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Print a hard copy of funds commitment for nested trip

=g L] =
Document  Edit Goto  Exras  Environment  Systern  Help

|& 10H ©Ge CHE anoan AE OB
R . A Options
Funds commitment: Change Overview scrn :
Hew VYisual Design
E¥ Consumation Set Color to Systern...
Document number | 400554272 & posted Document Date '32”2,:2519 Clipboard .
Dacument type il Travel Order Posting Date B2/12/2010 Generate Graphic
Company Code MASA |USD | Agency Currencyirate UsD Create Shortcut..
Doc.text MANTHEY,LORI Activate SUIKT
currency usD Script Recording and Playback
Grand total 405 .84 Script Development Tools
SAP GUI Setipting Help
Line items Default Size
Do Account [overallamaunt [Fund Funds Center Cost Center [WES Epuiaagsy ded Program [
_1 6100.2121 394 .32 CASX22010D 10 1OFLEE0 67959 v Quick Cut and Paste 91 Iz‘
2 6100.2121 10.72 [CASX22010D 10 1OFRE00 679597 591 E|
— Spell Checker 1
— SAP GUI Help
= About.
[
o [«
Pasition Document item il | [
‘ Prints Window Contents 4 | G

CBACoIIectmn..‘l «v 39 132PM

w StartI J B2 windows M., =| [~ Inbax - Microsa... | I RE: Screen Prin... | (& 1EM Application. .. | & PP NetWeave.,, | Funds commit...
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4. Execute SAP "FMZ2" Funds Commitment - parent

| |7roument Edit Goto Systern  Help E‘w
| & JHieae CHR a0 ORI @F

Funds commitment: Display InitScrn

Document number Hoo545111 [

Line ltern
[ b Fmzs B[ tempmstesz [ovr [ [ 7
/4 start BEOURB- OO0 M@ w

-| @b
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- SADS

Document  Edit  Goto  Extras  Enwironment  Swstemn Help

@ Lo DHE DDAaD AR @B

Funds commitment: Display Overview scrn

Document number | 480545111 & posted Document Date @
Document type E' Extended TDY-Damestic Fosting Date @
Company Code [NASK[USD | Agency Currencyirate lusp |
Daoc.text MANTHEY,LORI |

Currency usD

Grand total 56,383 .17

Cwerall amount Text Commitment tem Funds Center Fund Func |Vendor Grant Fund
1 56,382 45 2200000001910 07410/ 2100 10 CASx22010D 6181 43382 67959[+]
2 108.72 2200000001910 07i10/.. 2100 10 CASX22018D B181 149411 gras5a[x]

0]

e — 1]

Position 1 Document item i

'4 start EEVERB - OO0

- @ Inbox - ... | Bl Tracking Log ETDY ... [ 3 Wind

7. 2 Internet Explarer
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5. Edit Parent's funds commitment document

Change Detail screen - before adjustment. Input new value into "Overall amount" field

L

i File Edit View Go Tools Actions Help Adobe PDF

Type a question for help =

gesrs (of . .
Document Edit Goto  Edras  Environment  Systern  Help

HOE

‘ZZAUUUUUUEH 910071010

Bl any Caontrol data
=l @: [ Completion indicatar [Jitern blocked ::‘ Itemn block
5
[ [ values
Y currency usp
U cverallamourt [ 56,3245 |
[ | Openamount 53,673.69 |
S Dueon |
=04

Referenced document

Reservation | [ g
[]&ettn Tone*

mil@ 0 B e@e 0HE LS PR O® —
Fag'tl Funds commitment: Change Detail scr MUT :
5 . B 4 5
EPRCIC]ni b
2 7 18 19
Line Itern Position El 1t -

More data
Wendar 143382 | MARNTHEY LORI A
Customer |
Coding Block
Cost Canter |10F AR08
g Fund CASX22016D| orant | |

Functional Area 6181 |

Ij\ M Funds Center 10 | Commitment llem 2100

= Mare I

T

8 cq | a7
| [ Y

274 ltems All folders are up to date.  £3 Connected to Microsoft Exchange ~

fﬁstartl J B2 windows M., =| [~ Sent teems - M., | €3 Internet Ex... v| [ Micrasaft Excel

CBA COLLECT ... | w SAP Logon 710 ” IE Funds commi... SAP Easy Access | |~ 39. F2 339 PM

38

9/6/2011



Change Detail screen - after adjustment

[

: File

Edit View Go Tools Actions Help Adobe PDF Type a guestion for help =
=T (=
HERTS Docurnent  Edit Goto  Ewxtras  Enwironment  System  Help
Mail | & | A48 CEQ CHE DDo0 BRI Qm bar » x
Favority . . ~ h 2010
=T Funds commitment: Change Detail scr e o
a : 3 3ns
STERD 254
=T . i 6 17 18 19
Line Item 400545111 Position b3
LT Fr e !
Text ‘ZZAUUUUUUEH 910071010 | 30
Bl any Caontrol data
E @: [ Completion indicatar [Jitern blocked ::‘ Itemn block 4‘?[]];5;“'9
L.( Gornick, Kij|
L] | Yalues lleeting
Y1 currency usD M —10:2{;2\&;‘
I e %3 oom ; 5
Ir Overall amount 85 067 38 | petuknr-Pathech B
1 Staff Meeti
[ | Openamount 53,258 .62 | -m:nnM‘A"
S Dueon | , Mary A (2] |
= T
Referenced document 4
Resenation | [ g v task I
4| O &etta Done’ no items
y this view.
O
U | More data
G
4| wendor [43382 | MAMNTHEY LORI A
4 T
| Customer | |
O
O
=0
Coding Block
Cost Canter |10F AR08
& Fung CASX22010D| Grant B ]
-| | Functional Area 6181 |
Ij\ M Funds Center 10 | Commitment ltern [21EIU
T
8| cd | a7
] W Bates, Pamela A... FW: Working fram RGme spreadsheet TEd 3/I/720I0 ... 95 KB
=
o kL] 2 I (=1 Cook, Karen M. .. FW: Travel - Cancel [tems in SAP through 03/17/2010 Wed 3/17/2010 9:... 16 KB vI
274 tems

ﬂstartl J -;&2 Windows...vl [~ Sent Ttems -... | 7l Untitled - M., | &3 Internet -I @‘ Microsoft Excel

All folders are up to date.  £3 Connected to Microsoft Exchange ~

CBA COLLE... | w SAP Logon 7ID| unds com... SAP Easy AC... | < |~ 39. &3 341 PM
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6. Update "Document Header Long Text" with comments

=
| Text Euﬂ Goto Fgrmal Insen System  Help

e 190 Cee CHE LoD DR @R

EJW

|@ |
Change Long Text Earmarked Funds: 6000400554272001 Language EN

@ ..E] ]&p Formats”v.@ CharacherFormalleI:] @C]@.\E]D.

;J |

Parag.Formats * Paragysph, left-algred T Char.Formats

Manual adjustment to decrease committments of ETDY parent
document by amount of 2-12-10 nested trip home. TA
22A00000:00003X0003088, FC 400554272 for 5415.07#»

¥

4

K]}

\
| & MerosoitExcel | @82 nternet ex... «| [ change Long .. I vendor Line ... | I cBA Colectin .. | [« - 30 10:424m

Astart] | ;33 windows .. +| [ Inbox - Mizaso... | 3 Sreen et ..
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FedTraveler.com Travel Authorization (note no change after adjustment)

2@ https:/fwww.fedtraveler.com - Travel Authorization Summary - Microsoft Internet Explorer

—| Accounting 5ummary‘

Lines of Accounting: 4
Estimated Cost: $56,382.45
CEA Amount: $20.75

@ Accounting Details

0170972010 HINCKLEY, OH LISA
0711 05201 0 WASHIMNGTORN, D LISA

017097201 0 WASHINGTON, DT LUSA
07102010 HINCKLEY, OH USA

@ Ticket Information
NO TICKET INFORMATON
@ Hotel Information

NO HOTEL INFORMATON

B rar Pantal Infarmatinn

<

Accounting String Expense Category Allocation

10_679591.01.10_CASKI20100 DFAQOOA21 214FCO00000 Lodging §25,850.80

T0_679591.01.10_CASK220100 DFADOOA21 214F 000000 Meals §8.452.85

10_B7A591 01 10_CASKI20100M OFADNDYZ1 214FCON0O000 Other $22,079.10

10_B78591.01.10_CASKIZ0100M OFADN0Y21 214FCOOO0O0 Transaction Fee $20.75
Total Allocation $56,403.20

—‘ Travel Authorization Itinerary I
Record Locator: Mot Available First Class: Mo
Payment Method: Govt Centrally Billed Business Class: Mo
Depart Arrive Segment Type Travel Mode

Include Meals & Lodging
End Trip

Frivately Owned Vehicle
Privately Crvned Wehicle

@ FedTraveler.com moving people not paper

BEUNES - B MO~

:4 start

g I

S @ Internet
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